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19 Decemier 1803

MEMORANDUM ¥OR: Chaief, Special Clearance Center

AUBJCT : Installation of New Index Guides

1. Before your regquest for guides could be processed
it was necessary tc analyre your sxact needs in greater deizil
and find a supplier. This has beea completed and the order sent
to procurement as indicated in the attached.

2. When your guides arrive it is planned thai they e
installed in y cur two indexes as follows:

a. Urganization Index;

Uss blank inserts and type an organization name on eacn

Insext taese in first position guide carde. {30V}

Use blank inserts and type a component name on each.

Insert taese in second position guide carde (350)

Use biank inserts and type a sub-division name on eaca.

Use blank inserts and type a sub-division name on eaca.

Insert these in third position guide cards (150)

File these in the index and remove old guldes.

{Fnis will leave a supply of 100 to 200 gutdes ineacn
position for futurs expansion.)

b. #Alphabetical Iindex

{i} These should arrive with 1090 alphabeticai sui-
divigions (118 common names and 130 initials)
already inserted in correct guide carus.

{2} If the alphabetical sub-divisions arrive separately:

Insert the first tab {probably "A'') in & first position 0
guide card. b
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Ilasert the next tab (probably AA") in a
second position guide card.

inserxt the third printed tab in a first
position guide card '

{Continue this alternate use of two cards
for all 1,000 tabs. This will leave a
supply of 100 cards for future expansion.)

File thess alphabetical guldes appropriately
in the index.

Rasmove all old alphabetical guides.
{3) I the Comumon Names Arrive Not Inasrted:

Insert sach name in the large, 1/3 cut, middle
position guide cards,

{This will leave a supply of 25 cards for future
expansion}

File these in front of the first card of each
appropriate name group.

{4) If the Initials Arrive Not Inaerted:
Insert each initial in the 4th position guide cards.

. {(For extra cards you may use the 2nd position cards
in reverse.)

File these only in t:he large name groups.

File only initials actually helpful as indicated
on attached guide list.

{$) I "End"” Cards arrive Not inserted:
Insert each end" in the 5th position guide cards.

{For extra ¢cards you may use the 1lst position cards
in reverse.)

Approved For Release 2005/11/21 : CIéQ-RDP70-0021 1R000800120001-8




Approved For Release’2005/11/21 : CIA-RDP70-00211R000800120001-8

; ¥ile these only aiter large groups of names.

3. These new guides should prove to be very nslpful in
your office procedures. if I may be of any additional assistance
please call.

| | 25X1
Records Management Officer, OS5

Attachments:
Common Name Guide List
Carbon Copy of Memao to Logistics
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